
 

 

ADDENDUM TO JOB DESCRIPTION 

THE FOX WAY FOREMAN 

 

TITLE:   Foreman  

 

______________________________________________________________________________ 

 

In addition to the job duties listed on the job description for the Foreman, the following is expressly 

understood by all foremen: 

 

 The foreman is responsible for training of the crew in all aspects of the job, 

including, but not limited to safety training, training in the Fox Way, timekeeping, 

equipment, policies and procedures. 

 

 The foreman will work with the project manager to review the upcoming week’s 

schedule and will communicate to the crew the start times for every job, including 

expected travel time.  The foreman must communicate with the crew when Saturday 

work is required. 

 

 The foreman must ensure that all members of the crew have accurately and timely 

reported their time and have followed all policies and procedures for reporting time. 

The foreman will turn in all time sheets by 8:00 the following day. 

 

 The foreman is responsible for answering crew members’ questions regarding pay, 

benefits, time off requests, and all policies and procedures. 

 

 The foreman will communicate all pay issues, time off requests and any other 

questions to the project manager.  

 

 The chain of command from the field crews begins with the foreman who reports 

to the project manager.  The foreman shall instruct the crew members that they are 

not to call the office directly, come to the office without an appointment or email 

human resources.  The sole exception to this is when a crew member must 

communicate with human resources to report harassment, discrimination, 

retaliation or safety issues associated with the foreman. 

 

 The foreman is responsible for reporting and documenting all accidents to 

management and human resources within eight hours of the accident. 

 

 The foreman is responsible to ensure that only crew members who are certified will 

operate equipment or drive a vehicle.  The foreman will maintain a list of everyone 

who is certified and check prior to anyone’s use of equipment or vehicles. 

 



 

 

 The foreman is responsible for the safety of the job site and must enforce all safety 

rules.  This includes ensuring that no one operates any equipment or machinery 

without authorization. 

 

 The foreman shall perform all safety checks for any equipment used on the jobsite 

each day, and ensure that all service and maintenance is timely performed. 

 

 The foreman must enforce the “no visitors” rule on any job site.  A visitor does not 

include someone who has a business-related purpose for being on the jobsite, who 

is also authorized by management to be present, and equipped with the appropriate 

personal safety equipment for presence on a jobsite or facility (if applicable).  The 

foreman is also responsible to ensure that all persons on a jobsite are authorized to 

be present and equipped with the appropriate personal safety equipment where 

applicable. 

 

 The foreman must take pictures of the worksite prior to the beginning of work 

depicting stakes and grade and the overall jobsite.  Each day, the foreman must 

submit a report of each day’s work and work progress and keep a log of the actual 

footage poured each day. 

 

 The foreman is never allowed to leave the crew alone on the jobsite unless a lead 

is present. 

 

 The foreman must have at least two sets of personal protective equipment (“PPE”) 

on the truck at all times as part of inventory, and is responsible to complete all 

forms necessary for the use of the PPE and turn into the shop manager.   

 

 The foreman will facilitate communications between the General Contractor’s 

superintendent and the company’s project manager regarding any and all change 

orders to the contract. 

 

I have read and understand my responsibilities as a foreman and agree to adhere to these duties 

in the strictest sense possible.   

 

 

____________________________________ 

Employee 

 

Date:  ______________________________ 

 

 

 


